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12 April 1880

0 : TRU Poelioy Comaittee
FROL ¢ Chief, Aasessment Staff
SUBJECT: Qualifications and Work Responsibilities for the Pesitionm of

Statistical Analyst/Stemographer, hésessment Staff. Fresent
reting G3=6, Proposed rating Gi~7.

1. Ihe qualifiemtions for this position sre 2s follows:

s AL least two ysars ¢ollege educaticn with occurses io: general
psyohology, psychological and edusstional statistics,psychologioal tests
and measurements, and business scainistrationm.

b, Service sz = mamber of the armed forees during Vorld War il.
{Combat snd/or overseas experience highly desiratle but not requirec).

¢ #ill.ngness to's trained and to serve, when necessary,.as an
adninistrative assistant or administrative officer in an invelligence
aszigament, either in headguarters or in an oversess post.,

4, Initiative, omotional cterility, sccial meturity, poise, sensible,
practioal, industriovs. Fleasing, well-belanced personality.

s, Dietatiorn speed 150 words ;er minute,
f« Typing speed, 70 words per minute,
g+ Exvellent abstratt reasoning sbilit; snd verbal intelligzence,

h. Exosllent profielency in spelling, punctustion, empitelization,
and arithmatic computetion,

i, Exeellent proofresder.
J«  Favorable assessment report before assigmment to position.

2. The work reasponsibilitise fur this position sre ss follows:

& Serves us aszistant tc psychologlet and senior peychologist in
the handling of covert cases.
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b, Hmdling of all sdministrative details in commection with covert
sszeasment cases.

¢+ Is responsible for all covert scheduling 2nd the soccurate maintensance
of covert records,

d. In seheduling covert ssscssment cases, confers with branch,
division, snd staff chiefls.

e. Processes snd scores sptitude and psychological tests given %o
covert zsaessment casss and constructe wreffile charts aas msychographs.

fo In the absence cf thre psychologist administrers tests Lo ns-ess-
ment caszes a: required by the senicr paychologist.

ge Advises psychologist and ssniosr psychologist concerning cares
in progress,

h. Devises new and simplified scoring procedures for saptitude Lests
which must be modified to meet covert sssessment nesds.

. Makes and revises tect and report forms.

3+ Collates and crgsnirzes the notes of the senior psychologist and
psyshologist, either o al or writtem, inte final written form,.

k., ZTypes finsl sssesument repcrts from stenographic nutes or from
dictaphore transeription,

1. Compiles covert test norme and presents such data in terns of
tebles, charts, graphs, profiles, anc frequency distributions.

m. Meimtains custody of special tests required for covert asgsessment
purpozes and is responsible for thelr preparation, distribution, and proper
us®.

n. %rites detailed observation reports on covert sssessment caazes
in commection with test adminietraticn snd prodlem situastlons.

e. Participates in situstion-Testing programs, ss eritic, clserver,
detoy .

pe FKeeps Top Secret, Eyes Alone, record files on 511 covert ss:ess-
ment ceses and limits their Sistribution to the proper persons.
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